
 
 

Volume 1 – Microsoft Office Set-ups: 
 
 
 
 
 
 
 

Office 2003 Common Functions 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter, Arrow Keys & 
Window Management 

Cut, Copy, Paste, Undo 
& Toolbar Access 

Escape, Document 
Navigation and Style 
Formatting 

File Management & 
Other Functions 

Tabbing, Space, Help, 
and Branching to other 
Setups 

 
 
 
 
 
 

Repeats the last Discover 
input, e.g., arrow key so 
instead of only one arrow 
down the cursor will keep 
moving down until the switch 
is pressed again to stop it. 
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 Office 2003 Excel Setup 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Branches to other Office 
Discover setups 

Enters first then branches to 
another Office 2003 setup 

Branches to the Office 
Keyboard setup 

Launches 
other Office 
Applications 

 
 
 Office 2003 Outlook Setup 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Closing the Gap, October 2007 
Assistive Technology Services, FCPS 

2 



 
 
 
 
 
 
 

 Office 2003 PowerPoint Present – Used in 
Presentation Mode 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Offfice 2003 PowerPoint setup – use this 
setup to create PowerPoints 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  There is an “Invisible” setup for PowerPoint presentation mode where the setup 
will not appear on the computer screen but will function with the switch. 
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Office 2003 QWERTY Lower Case Setup – There is 
a shift key for upper case letters which includes 
punctuation symbols 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  There are identical setups to the QWERTY Lower Case above for Upper Case 
with Numbers and one with Uppercase with Symbols.  Any of these setups will provide 
the same keys by using the “shft” key to alternate between upper and lower case.  You 
will most likely just use this “Office 2003 QWERTY Keyboard Lower Case Setup”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Office 2003 QWERTY Keyboard 
Upper Case Setup 

Office 2003 QWERTY Keyboard 
Shift Setup 
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Office 2003 Word Setuip 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Branches to the Office QWERTY 
Lower Case Setup 
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